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2.0

3.0

4.0

STATEMENT OF PURPOSE:

The County of Calhoun provides departments and individuals office and support space
for their use in providing services to the public. The County provides access to the public
in order to facilitate the delivery of those services which are provided for the benefit of
all Calhoun County citizens. In addition, meeting rooms and conference rooms are
provided on a scheduled basis for County functions. When these rooms are not being
used to accommodate County needs, they may be made available for use by other
organizations and members of the public. The County also leases office space to outside
organizations when areas of County facilities are not occupied by County departments.
These policy guidelines are issued in an effort to promote the safe and appropriate use
of County facilities.

AUTHORITY:

The Calhoun County Board of Commissioners is authorized pursuant to MCL §46.11(m)
and the Administrator Controller is authorized by MCL §46.13b..

RESPONSIBILITY :

The Office of the County Administrator/Controller shall be responsible for the
implementation and administration of this policy.

POLICY:

4.1 All users are expected to utilize County facilities properly. County employees are
encouraged to be observant and report inappropriate use of facilities. Problems
of behavior or misuse should be reported to security staff in the Office of the
Sheriff. Building maintenance issues should be reported to the Facility
Department as soon as possible. Observance of the policy guidelines outlined



4.2

herein will promote secure facilities and a safe environment for County
employees and the public, in addition to preserving the value of County property.

The misuse of a County facility, or failure to conform with the Facility Use Policy
provisions or any federal, state or local law, rule, regulation, or ordinance shall be
sufficient reason for the County to initiate an appropriate response which may
include, but is not limited to; 1) person(s) involved may be required to leave the
facility and premises, 2) immediate suspension of the right to use the space, 3)
disciplinary action including suspension or termination of employment, 4)
suspension and/or termination of any business relationship, 5) criminal
prosecution of the person(s) involved.

5.0 FACILITY RESPONSIBILITIES

5.1

5.2

The Calhoun County Board of Commission is ultimately responsible for the proper
maintenance, care and use of the buildings and individual rooms in County
facilities. The County Commission delegates building security of the Calhoun
County Justice Center to the Office of the Sheriff's Security Division. The County
Commission delegates the maintenance and care of the buildings to the County
Administrator/Controller. Building maintenance is performed by the Facility
Department. Custodial services may be performed by a private contractor under
the supervision of the Facility Department. Department use of the space is
delegated to the individual department. Use of meeting rooms, conference rooms
and other common areas not assigned to a specific department are the
responsibility of the Facility Department.

Individual departments are responsible for scheduling meetings for their assigned
areas. Each department is also responsible for enforcing the rules of this building
policy. The Facility Department is responsible for scheduling conference and
meeting rooms in unassigned common areas and making sure that these areas
are set up for events as requested. Setup and cleanup after each use of a
department’s assigned area is the responsibility of that department.

6.0 GENERAL PROVISIONS

6.1

This policy governs the use of public areas of buildings owned, leased or
otherwise occupied exclusively by Calhoun County that are used for conducting
County operational business. Facilities governed by this policy include the
following:



Calhoun County Justice Center G. W. Toeller Professional Building
161 East Michigan Avenue 190 East Michigan Avenue

Battle Creek, M| 49014

Battle Creek, MI 49014

Calhoun County Building Albion Human Services Building

315 West Green Street

Marshall, M1 49068

101 North Albion Street
Albion, MI 49224

Calhoun County Correctional Center  Juvenile Home185 East Michigan Avenue 14555

18 % Mile Road

Battle Creek, M| 49014

Secure Facility

Restricted Public Access

Marshall, M1 49068
Secure Facility

Restricted Public Access

6.2  Solicitation

6.2.1

6.2.2

6.2.3

6.2.4

Use of County facilities for activities that involve fund raising, advertising,
promoting, or selling of merchandise or services, for profit or not for
profit, will not be allowed without the expressed written consent of the
Administrator/Controller.

County facilities and exterior grounds may not be used for commercial,
personal or private financial gain or for commercial advertising.

Solicitors, sales persons, peddlers, and canvassers seeking employee or
public contact are not permitted to operate within any County building or
property.

Solicitation on County property by employees for personal profit is also
prohibited. Minor employee solicitations such as parents selling items for
school fund raisers may be allowed with approval of the department
supervisor provided these activities are not disruptive to other
employees, departments and the public. Employees may post
advertisements for the sale of personal property or solicitations, only on
bulletin boards designated for this purpose. Solicitation for County
approved charity events or other activities may occur with the express
permission of the Administrator/Controller.

Any individual or organization soliciting in a County facility without
permission or violating this or any applicable County policy may be
removed from the facility by the Office of the Sheriff security staff or
other public safety personnel. Such individual or organization may also



6.3

6.4

6.6

receive a trespass citation and may be prohibited from future entrance
into any County facility for the purpose of transacting any business
unrelated to County government.

Safety

Applicable local safety laws and regulations are to be observed in County
facilities. All users of County buildings are obligated to keep the building safe for
building tenants, other users and the general public. Activities that jeopardize the
buildings, furnishings, occupants or visitors shall not be permitted.

Fire Safety

6.4.1 In accordance with the Emergency Action Guidelines, evacuation for fire
alarms is required for occupants of County facilities whenever an alarm is
sounded. Employees are required to review emergency evacuation
routes for the building where they work and to understand proper
evacuation procedures.

6.4.2 Unauthorized firearms, weapons and ammunition are not permitted on
County property. Fireworks of any kind are not permitted. Hazardous
materials and flammable liquids are to be used only for their intended
purpose and must be stored in approved containers and are allowed in
designated areas only.

6.4.3 Portable heaters are not allowed in County facilities. Use of personal appliances
(refrigerators, microwaves, coffee pots, fans, air purifiers, etc.) are

discouraged in individual office spaces. Only heavy duty, grounded
extension cords which are supplied by the Facilities Department are
permitted in County facilities. All extension cords and equipment wiring
must be covered to prevent accidents. Care should be taken not to
overload electrical circuits.

6.4.4 Keep exits and hallways free and clear of potential obstructions.
No Political Campaign Literature (Replaces existing policy #220)

No political campaign posters, pamphlets or bumper stickers stating “elect, re-
elect or vote for” a candidate shall be transported in, displayed on, or dispensed
from, any equipment or property which is owned or leased by the County.



7.0

6.7

6.8

7.1

7.2

7.3

7.4

7.5

Accident/Incident Reporting

All accidents or incidents involving employees and/or the general public occurring
on County property should be reported to your supervisor.

Prohibitions

6.8.1 There shall be no alcoholic beverages or drugs/illegal substances served
upon, consumed upon or brought onto County property.

6.8.2 Food consumption is restricted in courtrooms in the Justice Center Court
Complex and the Boardroom in the Calhoun County Building.

6.8.3 In accordance with Michigan law and County Health Department
Regulation, County facilities shall be entirely smoke-free environments.

6.8.4 No open flames, such as lighted candles, are allowed in any County facility.

6.8.5 Signs, flyers and advertisements may only be posted on designated bulletin
boards. The County reserves the right to remove any posting at any time for any
reason. Any signs taped to walls, doors, etc. will be removed.

6.8.6 Vehicles, including bicycles, skateboards, roller blades, and skates are not
permitted inside County facilities or on pedestrian walkways, concrete steps and
approaches to buildings.

PUBLIC USE

Public use of County facility space will not, in any way, obstruct or interfere with
the transaction of government business, the convenience of the public,
jeopardize the safety of persons or property, or cause justifiable public criticism.

Appropriate dress for public visitors is required. Shirts and shoes must be worn in
County Facilities.

Public Facility Tours-Any persons desiring to bring groups of people into County
Facilities must obtain prior written approval from the appropriate department.

No animals (except for certified service animals) are permitted in County facilities.

Public use of cellular phones and recording equipment is restricted in courtrooms
and secure areas of County facilities.



8.0

PUBLIC MEETING

8.1

8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

The primary use of County facilities is for the conduct of County government
business. Consequently, groups that are a part of or associated with Calhoun
County government have priority use of most facility space. In addition to use by
County staff, non-secure common areas of facilities may be made available to
other governmental agencies and non-profit community organizations during
normal building operating hours (Monday thru Friday 8am -5pm). Application for
facility use can be made through contacting the Facility Department.

Conference rooms within office areas are for the use of the department where
they are located. On a limited basis, these rooms may be available with the
approval of the department director.

Proper conduct is required of all participants and guests using County facilities.
No smoking, alcoholic beverages or drug/illegal substance use is allowed.

County facilities shall not be used for commercial purposes such as selling
products or charging entrance fees. Use of facilities for activities that involve
fund raising, advertising, promoting, or selling of merchandise or services, for
profit or not for profit, will not be allowed.

Meetings and activities must be conducted in a manner to avoid damage to the
building and its furnishings. The party reserving the facility is responsible for the
conduct of all participants and guests. Users will be charged for actual labor and
material costs of damages.

The County is not responsible for accidents, injury, illness or loss of group or
individual property related to activities which occur while using County facilities.

The County reserves the right to cancel any use of facilities in emergency
situations or when deemed necessary for the safety or best interest of the
County.

Applicable federal, state, and local safety laws and regulations are to be observed
in County facilities. All users are obliged to keep the building safe for building
tenants, other users and the general public. Activities that jeopardize the
building, furnishings or occupants shall not be permitted.

Any person(s) failing to comply with the established rules and regulations,
constituting a public nuisance, or violating any federal, state or local laws or
regulations may be required to leave the premises.



8.10 The County reserves the right to exercise judgement on who may or may not use
the facilities and the scheduling of events and activities.

8.11 This policy shall apply to all groups and individuals that request the use of County
facilities and property for the purpose of performing rallies, demonstrations,
press conferences or executing petitions. No group or individual shall be
excluded from equal access to County facilities or property because of
considerations of sex, race, religious or political persuasions or views. However,
use may be denied or terminated if there is a violation of the rules set forth in this
policy and/or if the use poses security, safety or health risks.

9.0 SUMMARY

This policy is established for the benefit of all County employees and visitors to County facilities
in order to provide a safe workplace and a more secure building environment. Any questions
regarding this policy or the appropriate use of County facilities should be directed to the County
Administrator/Controller. This policy applies in all situations except where an existing specific
policy is in effect.



